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OFFICE OF PERSONNEL MEMORANDUM KO, 20-8675-4

SUBTECT: Briefing of Out-Processing Travelers Concerning Agency Sponsored

L.
esch Agency employee checking
advised of ths Agency sponsored insurance programs availsble to him,

Insurance frograms

The precedure preseribed below will be implemented to insure that
out through Central Processing Branch is
Form

37-190, Inpurance Questionnaire, hes baen designed to provide & record of
this action.

2. Central Processing Branch (CPB), Processing and Rescords Division
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" 4n ths Questiomnaire over

2. During the initial outeprocessing interview, CPB will bried
the employee on inmsurance programs sponsored by the Agency.

b. The employee will execute applicable portions of Form 37-190,
Insurance Cnestiomneire, in duplleate.

¢. If the employee does not elect to participate in any of tha
Agency sponsored Insurasnce programg, such information will be recordad
his signsture and the brisfer will complete
both copias of the (uestionnaire as appropriate. Ths original Question-
naire will be forwarded to the Transactions and Records Branch (IRB), *
PRD, to be filed in the employwe's personmnsl folder and the copy retainad
in CPB files,

-d, If the employee states that he is currently participating or
desires to participate in any of the insurance programs, such informstion
will be recorded in the Questionnaire, and the briefer will immedlately
arrange sn appointment for the traveler to discuss his needs and desires
with s representative of the Insurance and Clalms Branch (ICB), Bmployee
Services Division (ESD). The briefer will exscute ihe appropriate
portions of the Questiomnaire, and the employee wiil tske both coples
o ICB for his interview.

%, Inanrance and Claims Branch, ESD

a, During the interview with the employee, the ICB representative
will explain Agency sponsored insurance programs to the employee and will
somplate the forms necaseary for any pollcies desired by the employee.

b. Cash payment or authorization for payroll deductions will be

[ obtained from the employse at the time of his application for insurance.
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o  Appropriate portions of the Form 37-190 will bs suesuted
by ICB. The original Questionnelre will be forwarded to T for
filmg in the employeetes Official Personnsl Folder, and @?m @grban
cepy will be forwarded to CPB for retention, t

do ALl polieies and papers pertaining thereto will gy mminad

iv: the Insursace and Claims Dranch.
25X1A

he Witk svecific reference to alr trip insursnce, the lmwwe and |

Claims Branch will report nonthly to the |

| The report willi list the policles issued during tha month and

will be svcompsnied by & check, drawn on the beuk account now axm for GBHA,
e, in parnwend for the entire group of policies. The. aecougwgz,;g for each
policy will be made onm the form prescribed by the insurance cum.any shd .
%311 contain enly the information filled in o the applicatio;, i‘,m {nsurence .,
No raference will be made 1o the name of the employee, his benejicizry or
the employsals destination unless or until it becomes necessai, iﬂ aollect
ma the pelicy. IT it becomes necessary to ecllect on the poli,yg t&w
wisleted polley will be svbmitted to ths insurance company. f

5. Procedares now in fores for the processing of appliiaa u}ﬁwfr for
other types of inswrsnce will be continued,
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‘George U, lMaloon
Dapuﬁy Assigtant Director
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